
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 

 
 

 
 
 
 
 

 
 
 

 
Michigan Department of State 

Bureau of Elections 
 

September 2020 

 
 
 
 
 

Electronic Pollbook Refresh 
Election Inspector Manual 

For Windows 10 & BitLocker Flash Drives 
 



Electronic Pollbook Manual WIN10 
Provided by the Michigan Bureau of Elections 

Updated as of 09.04.2020 

Page 2 of 34 
 

Electronic Pollbook User Manual - Table of Contents 
Introduction to the Electronic Pollbook ........................................................................................................................... 3 
Getting Started: Election Day Reminders ....................................................................................................................... 5 
Election Day EPB Tasks: Election Inspectorôs Guide ..................................................................................................... 6 

Prepare the EPB for Opening the Polls ...................................................................................... 6 
Log into the encrypted flash drive ....................................................................................................................... 6 
Log into the EPB software .................................................................................................................................. 6 
Save the First EPB Backup: Redirection Action Required!................................................................................. 7 

Read and Use the EPB Main Screen to Process each Voter ..................................................... 8 
Assign a Ballot .................................................................................................................................................... 9 
Verify the ballot was issued ................................................................................................................................ 9 
Process Voter with Status Flag(s) ..................................................................................................................... 10 

Process a Spoiled Ballot ........................................................................................................... 12 
Find a Voter Not Appearing On This Precinct List .................................................................... 13 

Find a Voter in Other Precinct in Other Tab ..................................................................................................... 13 
Add an Unlisted Voter ....................................................................................................................................... 13 
Process an Unlisted Voter with a Receipt ......................................................................................................... 14 

Process Other Voter Types ...................................................................................................... 15 
Process a Voter Challenged by a Challenger ................................................................................................... 15 
Record an Absentee Ballot ............................................................................................................................... 15 
Record a Voter Assist Terminal (VAT) Ballot .................................................................................................... 16 

Avoid or Correct Mistakes ......................................................................................................... 17 

Make a Remark ........................................................................................................................ 18 
Reject a Ballot .......................................................................................................................... 19 

Mark Unissued Ballots Defective .............................................................................................. 19 
Back up Regularly Throughout the Day .................................................................................... 20 
Understand Timeout Features .................................................................................................. 20 

Switch Users ............................................................................................................................. 20 
Restore the Database ............................................................................................................... 21 

Election Day: Close the Polls ........................................................................................................................................ 23 
Save Backup ............................................................................................................................ 23 

Save and Print Reports ............................................................................................................. 24 
Save and print Ballot Summary Report............................................................................................................. 24 
Save and Print List of Voters Report................................................................................................................. 26 
Save and Print Remarks Report ....................................................................................................................... 26 

Save Voter History: Redirection Action Required! .................................................................... 27 

Ensure Files are on Flash Drive................................................................................................ 28 
Helpful Hints .................................................................................................................................................................. 29 
Frequently Asked Questions ......................................................................................................................................... 30 
Glossary ........................................................................................................................................................................ 32 
Quick Reference Checklists .......................................................................................................................................... 33 



Electronic Pollbook Manual WIN10 
Provided by the Michigan Bureau of Elections 

Updated as of 09.04.2020 

Page 3 of 34 
 

Introduction to the Electronic Pollbook 

The Bureau of Elections developed computer software that can be used in the polling place on Election Day to 
process voters and generate precinct reports. The electronic pollbook (EPB) software is downloaded from the 
Qualified Voter File (QVF) software and is loaded to a laptop prior to each election. Once the EPB software is loaded 
on the laptop, the software allows election inspectors to look up a voterôs registration record, confirm their registration 
is correct, and assign a ballot to that voter, essentially automating the typical paper process.  After the election is 
complete, the EPB software will generate reports to complete the official precinct record (paper binder pollbook) and 
a voter history file that can be uploaded into the QVF to update voter history in a matter of minutes. 

 
Key Features 
Ú Access current voter registration and absent voter information in the precincts (from the day prior to the election, 

in most cases) 
Ú Locate a voterôs registration record by swiping their driverôs license with a magnetic card reader 
Ú Assign and record the voterôs ballot immediately upon registration confirmation 
Ú Look up voters registered within the jurisdiction but not in the assigned precinct 
Ú Print accurate reports, including a ballot summary that calculates, the list of voters, and remarks 
Ú Upload voting history quickly and accurately 
 
Important Considerations 
Maintain security throughout the EPB process by using an encrypted flash drive. The flash drive must be password 
protected, and passwords should never be kept with flash drives. The encrypted flash drive must be used to transfer 
files back and forth between the QVF computer and the EPB laptop.  
 

 
Pre-election file transfer: QVF to EPB    Post-election file transfer: EPB to QVF 

       
 
The laptop must not be connected to any networks (must be in ñairplane modeò) when the EPB software is installed 
on the laptop. Windows Updates and antivirus updates must be done regularly between elections. 
 

It is also important to understand when to delete files.  Delete all EPB files seven days after the final canvas (unless 
there is a pending recount, court challenge, or audit/Secretary of State order). This keeps voter data secure and 
prevents the wrong files from being used in future elections.   
 
Most importantly, practice!  Walking through the manual well before every election will ensure you understand all of 
the features of the EPB software and will prepare you for successful implementation come election day.  Remember 
it is important to delete all practice files, too! 
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Getting Started: Election Day Reminders  
 

1. Wireless internet access ï The laptop must be in 
airplane mode on election day. To verify airplane 
mode is enabled, click the notifications icon and 
make sure the Airplane mode is blue and that the Wi-
Fi button is gray. 
 

2. Donôt skip page 7, Step 3 ï It is important when you 
save the backup file that you browse to the location 
that the file is supposed to be saved to, which is the 
flash drive. It does not automatically save to the flash 
drive.  
 

3. Unable to Record an Absentee Ballot ï Click the File menu, click Options, and add a 
checkmark to ñAllow the recording of Absentee Ballots.ò 
 

4. Spoiling an Absentee Ballot ï Absentee ballots are never spoiled in the EPB on Election 
Day. There are other procedures in place for a voter surrendering their absentee ballot. 
The duplication process does not include spoiling the original ballot number; see FAQ # 11 
on p. 31.  
 

5. Recording PDF ballots / ballots sent electronically ï An absent voter issued an 
electronic ballot is processed in the EPB with the same ballot number originally recorded 
by the clerk. Electronically issued MOVE ballots returned by the voter on 8 ½ x 11 paper 
are recorded in the EPB using the original ñET#.ò The number of the ballot onto which the 
votes are duplicated is NEVER assigned to the absent voter in the EPB. Simply use the 
duplication process established for other absent voter ballots that require duplication and 
record the number of ballots used in duplication on line H of the Ballot Summary.  
 

6. Donôt forget page 27 ï The Voting History file (epb_history.csv) must be saved to the 
flash drive in addition to the 3 PDF reports and the backup file at the end of the night.  
 

7. Even if your laptop freezes, itôs going to be OK! This reminder is also FAQ # 15 on p. 
31.  
 
While other workers continue to process voters using the paper backup: 
 
First, try to close and reopen the EPB program, using Ctrl + Alt + Delete if necessary to 
use the Task Manager to end the task and close the EPB application. If that doesnôt work, 
you may restart the computer. Remember to log back into the flash drive as well as the 
EPB program before you begin working again.  

  

http://www.bing.com/images/search?q=wireless+icon&view=detail&id=5449E1C81D5A2D632556EBB393BF7A7F2145F9B7&first=0
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Election Day EPB Tasks: Election Inspectorôs Guide 

Prepare the EPB for Opening the Polls 
Pull the laptop out of the case, plug it into a surge protector, and plug the surge protector into the wall. The power 
cord may have two pieces. Keep the power cord plugged in throughout the day to maintain a 100% charged battery. 
Plug the magnetic card reader and mouse into USB ports.  Then turn the laptop on.  Once the laptop has booted up, 
make sure that the laptop cannot connect to the internet by turning on Airplane Mode (see pg. 5). 

Log into the encrypted flash drive 
The encrypted flash drive is a vital component of the EPB software program. Use this password-protected file 
storage device to protect voter data, store the backup file, and store all the work done on Election Day so the Clerk 
can update voter history and create precinct reports. When saving files, make sure the files are being saved to the 
encrypted flash drive.     
 
To log into the flash drive, insert it into a USB port and: 
 
1. Click the Windows Explorer folder icon 
2. Click Removable Disk 
3. Enter the password 
4. Click Unlock 

Log into the EPB software 
After you have inserted and logged into the encrypted flash drive 
with its password, you can open the EPB program.   
 
To log into the EPB software:   

 
1. Double click on the Electronic Poll Book icon in the upper 

left corner of the desktop 
2. Enter Encryption Password and click Enter 
3. Enter Username and User Password and click Enter 
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Save the First EPB Backup: Redirection Action Required! 
 
You must keep the encrypted flash drive plugged into the laptop all day. Save a Backup periodically throughout the 
day to save voters that have been processed. This ensures that data will not be lost if there is a hardware failure.  
Pay attention to your laptopôs settings when performing the initial Backup. The letter labeling your encrypted flash 
drive in Windows Explorer may vary since it is dependent on the laptop and port being used.  
 
To Back up the EPB:    
 

1. Click File 
 

2. Click Backup 

3. Click this button  at the end of the file 
path field 

 
 
 
 
 
 
 
 
 
 
 
 

4. Select Removable Disk (Drive 
letter may vary). Use the 
encrypted flash drive to save 
files throughout the day and 
after the polls close.  Future 
backups should remember the 
drive you select in this step. 

5. Double-click the [ElectionDate] 
folder 

6. Click Save 
7. Click Backup 
8. After a few seconds, the Backup 

is in progress message will 
appear, and the backup 
continues briefly in the 
background. 

 

 
The laptop and EPB software are now ready for voters! 
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Read and Use the EPB Main Screen to Process each Voter 
 
The EPB main screen is divided into three sections.  Take a moment to become familiar with the various parts of the 
screen.  Make sure the top line lists the correct election and precinct number. 
 

 
 
Voter Search: The Voter Search section of the screen is the precinct list. All voters in your precinct will be listed 
under This Precinct tab. The Other tab provides access to the lists of other precincts in the jurisdiction. The 
Unlisted tab is available to add voters not found in either list in certain situations.  
 
Voter Details: The Voter Details section of the screen shows the voterôs registration information at the top, including 
the appropriate Ballot Style that should be issued to the voter. The Geography button provides detailed district 
information for each voter. The middle of the screen is the ñLock this Voter Recordò action box where ballots will be 
assigned and recorded.  Voting status flags appear at the bottom of the screen. This portion of the screen is 
important to verify the status before issuing a voter a ballot.   
 
List of Voters: The List of Voters section records the voterôs name and what ballot number was assigned to them in 
a running list.  This section is for reference; use it throughout the day to balance with the tabulator. 
 
The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of Voters for 
the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a ballot.   
 
Important Note:  If a voter does not wish to have their driverôs license scanned, their name should be typed into the 
EPB software. 
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Assign a Ballot 
The voter must complete an Application to Vote, and their photo identification must be verified or the Affidavit of 
Voter Not in Possession of Picture Identification must be completed before processing a ballot in the EPB software.  
Once those steps have been taken, process the voter in the EPB by following these steps:   

 
1. Swipe the voterôs driverôs license through the magnetic card reader or 
type the voterôs name into the DLN/Name field, entering the last name 
first.  If typing, select the correct voter and then you must click on ñLock 
this voter record,ò otherwise skip to Step 2.  
 

2. Verify the voterôs information on the Application 
to Vote matches EPB.  
 
 
 
 
 
 

3. Click Regular ballot 
 

4. Enter the next available ballot number in the 
This ballot number will be assigned box 
(this number will auto fill after the first number 
for the ballot style has been entered) 

5. Click OK, and the voterôs name will now be 

added to the List of Voters. 
 
 
 
 
 
 
 
 

Verify the ballot was issued  

Click OK on the confirmation window (if enabled). After you assign the ballot, the main screen returns. Three places 
verify the ballot was processed in the EPB software. Further duties may be divided amongst election inspectors, 
including completing the Election Inspector Completes portion of the Application to Vote and providing the voter a 
ballot in a secrecy sleeve. The voter will then go to a voting booth to vote their ballot and return the ballot to the 
tabulator. 
 

 


















































